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UNITED STATES GOV “"NMENT

Conserve space.

INSTRUCTIONS
Use routing symbols whenever possible.

2 - le memo SENDER (Originator of message):

Use brief, informal language.

=EA"7.104A4

Subject: Forward original and one copy. STAT
RECEIVER (Replier to message).
Reply below the message, keep one
° copy, return one copy.
DATE OF MESSAGE ROUTING SYMBOL
From : 28 December 1983
OL/PD/P§SCB
| SSTAT
TITLE OF ORIGINATOR 4ES50 Hqs
o DC/NBPO/OL oD
INITIAL MESSAGE
The subject contract with Skidmore, Owings § Merrill for the
Headquarters Master Development Plan and Environmental
Assessment is 100 percent complete and all invoices and
incentives have been paid.
AEPLY MESSAGE
DATE OF REPLY ROUTING SYMBOL
[
SIGNATURE OF REPLIER
To
>

TITLE OF REPLIER
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GUIDES TO SIMPLIFIED INFORMAL CORRESPONDENCE
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The bulk of corespondence is conducted within the governmental family lisell—petwern offices whose day-i
retationships could parmit simple, informal written communication,

;Mww action, are routing in intformation or ser

Bany writlen communications are for b
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tMany writisn corununications are less than a dozen Hnes in length

PRINCIPLES INVOLVED PRACTICAL PURPOOES SERVED BY 2 WAY MEMO
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This Smmefzm writing,
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b eabie drop in the comm ww&t ons m‘m' 1& in {he time
respond to a request. as well ag a raduction of 2 The message may be prepared by typewriter or by

copies in file. An examination of the two types of hand; the reply may be by typawriter, by hand, or by rul

es  thal  format correspondence slamp,

ganee  indd

mas nertein drawbacks

ve a grealer delsgaiion of si

AERACY hacaus

. Forma! corespondence s usually wordy
recause of salutations, mtroduttary paragraphs, complimen-
tary closings, eie. 1 becotes a diffcult writing chore

< wal polishing and editing

because of contl

ivpicaily calis for mors
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